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Environmental Protection Specialist
GS-0028-12

Introduction

This position is a Unit Grant Program Specialist. The position is part of the Grants, Tribal
and Urban Unit. Supervision is from the Chief of the Grants, Tribal and Municipal
Assistance Branch,

The Unit Grant Program Specialist works across the various programs in the Granis, Tribal
and Urban Unit to provide the full range of Project Officer duties and responsibilities lor
assigned projects and grants. This position assists in the implementation of EPA's diverse
grant programs across the Grants, Tribal and Urban Unit and provide general assistance to the
Chief of the Grants, Tribal and Municipal Assistance Branch including regular
communication with the Grants, Tribal and Urban Unit programs and a diverse set of
grantees external to the Agency,

Major Dutics and Responsibilitics

The Unit Grant Program Specialist assists in the process of identifying, evaluating and
processing grunt awards with grantees including, but not limited to state agencics,
municipalitics, tribes, nonprofit organizations, and other eligible awardees, This work
includes . consulting with grantees and EPA program managers and staff to assess
financial and program needs to establish grant targets, ascertaining the amount of available
funds in relevant programs, coordinating with EPA Regional programs that utilize grants,
communicating with grantees on all aspects of program requirements for grants. The Unit
Grant Program Specialist also sends information to grantees concerning relevant grant
programs administered by EPA Headquarters Programs, other federal agency programs, and
other organizations programs,

The Unit Grant Progrum Specialist serves as a project officer for a variety of grants and
cooperative agreements in the Grants, Tribal and Urban Unit. This includes review of
grantee proposals and workplans, review of progress reports, management and maintenance
of grant files, providing updates on grant progress for awards, and entering award and
progress information in regional grant tracking systems as needed. Grant responsibilities
include all aspects of the grant process from competition, to pre-award activities to post-
award management and grant close out across Grants, Tribal and Urban Unit programs.

The Unit Grants Program Specialist participates as needed in regional and national program
discussions, including conference calls and meetings. The specialist also participates as
needed in regional and national grant discussions including workgroups, conference calls,
and meetlings and assists in preparing comments for the Region on national and regional
grant policies.

The Unit Grants Program Specialist also assists the Grants, Tribal and Urban Unit programs
in other aspects of program implementation as needed, This work will include . .:zam =
analysis and formulation of recommendations for a variety of multimedia environmental
issues, policy changes, and initiatives and communication with EPA programs, federal
agencies, tribes, regional and national organizations, nonprofit organizations, universities
und other organizations with an interest in multimedia enviconmental programs and issues,
The Unit Grants Program Specialist also assists unit staff to organize and host annual
environmental trainings and events for stakeholders in the Region.
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The incumbent of this position requires a high level of knowledge of EPA's grant policics
and processes, including policies that govern awards to a variety of grantees (e.g. State,
tribal, nonprofit, etc.) and a high level of knowledge of grant programs under numerous
environmental statutes, including, but not limited to: the Clean Water Act, the Clean Air Act;
the Pederal Insecticide, Fungicide, and Rodenticide Act; the Toxics Substances Contral Act;
the Safe Drinking Water Act; and the Solid Wastc Disposal Act. The incumbent's
knowledge must be sufficicnt to advise grant recipients concerning grant releted issucs
during negotiation, award and administration of grants,

The incumbent must have a high lavel of knowledgo about foderal and EPA policics, goals,
and objectives related to the Grants, Tribal and Urban Unit. This should include the ability to
understand historical and cultural factors that are important to States, tribes, and other New
England stakeholder groups working on cnvironment and/or public health projects,

The incumbent should have a strong ability to compile and analyze complex information
from a variety of sources to identify prohlems, issues, and propose solutions and approaches
to dealing with challenges identified. The incumbent needs excellent written and oral
communication skills to effectively communicate with diverse stakeholders on policies,
procedures, processes, issues and proposed solutions to grant management issues. The
incumbent also needs a demonstrated ability to establish and maintain effective working
relationships with a wide variety of professional, technical, and program staff and with
officials of state, municipal, and/or tribal cnvironmental departments and governmental
bedies.

Eagtor 2: Supervisory Controls.

The supervisor sets the overall objectives and resources available. The incumbent and the
supervisor consult to develop projeets, tagks, schedules, and other parameters of work, The
employee is responsible for independently planning, developing, coordinating, and
implementing the activities, methods and upproaches necessary to accomplish tho objectives
with direction and from the supcrvisor. The employee is responsible for keeping the
supervisor informed of controversial matters and updated on progress. Completed work is
normally accopred as authoritative and reviewed by accepted experts for such matters gs
fulfillment of objectives, compatibility with other related work processes, and effect on
overall operations.

Guidelines include grant authorities in laws, program grant and general grant regulations,
OMB circulars, policy statements and program grant guidelines. Incumbent must be
cognizant of Regional policies, regulations, orders, precedents, and practices, in order to
assure consistency of treatment of issues among tribes as well as adherence to federal and
EPA policies. The guidelincs arc often broad and nonspecific. The incumbent must usc

fudement and resourcefulness in determining accentable approaches and solutions to
nroblems within these oeneral evidelines.
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authority, and the special issues relating to federal and EPA policies. Many of the grants to
be awarded are on the cutting edge of approaches to assistance because of continuing
development of environmental programs and the special needs of sensitive populations.
This requires reference to multiple national guidelines and coordination with many EPA
representatives. Judgment is required in determining ways to apply the guidelines to meet
grantee needs while also meeting EPA program needs and following complex grant
policies and requirements.

Factor 5: Scope and Effec

The purpose of the Unit Grants Program Specialist position is to contribute to the grants
and program management for the Grants, Tribal and Urban Unit to assist the Region in
supporting environmental programs that protect the environments and health of New
England residents and tribal members. The position has a special focus on the
grant/cooperative agreement assistance given to grantees by EPA including determining
grant targets, communicating grant targets and policies, and assisting grantees in
developing the capacity to effectively manage the grants. Specific grant responsibilities
include development of work in support of EPA and environmental objectives for grant
awards, assurance of effective management of grant supported programs, and evaluation of
accomplishments of objectives. The work is carried out for a diversc set of grantees and
may include participation in regional and national EPA discussions as needed,

Factors 6&7: Personal Contacts/Purpose of Contacts

Personnel contacts are with a wide variety of EPA employees, including program
coordinators, tribal coordinators, grant project officers, program managers, and program
staff, and with representatives of state, municipal and/or tribal environmental departments,
finance oflices, and other governmental institutions. The contacts are to obtain information
and to provide information and advice with respect to implementation of the programs and
activities in the Grants, Tribal and Urban Unit, with special emphasis on issues relating to
grant and cooperative assistance support. The contacts are for the purpose of supporting the
assistance from beginning to end to facilitate a successful environmental partnership to build
graniee capacity and assist the grantees in meeting EPA and workplan objectives,

Factor 8: ical Demands

The work is generally sedentary, with occasional site visits to offices, tours of projects,
and attendance at meetings and conferences,

Factor 9: Work Environment

The work is generally performed in an office setting, with occasional tours of projects
in New England.
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SF52Requests: __REG [~ 1429 ____ Position Title/Serles:
Entry Grade(s)/Full Performance Lavel of Pasition: .} [12..
Functional Title (e.9., On-Scene Coordinator, PO, RPM, Accountant):

S ¢t
(Kwabena. Kiner = Abr adue

DIRECTIONS: This form must be completed by the hiring official or supervisor for all persohnel actions invo ing a change in
position description (exceeding 180 days) and must be submitted along with the SF 52 Request for Personnel Action,

Is this posirion ane of the following that has baen predesignated? Yes}| NoD)
Ifyou answered “Yes," please skip all remaining questions, sign and date the form.

[J On-Scene Coerdinater (High Rizk) [ Contract Specialist (Modarate Risk)
O Remedlal Project Manager (Moderate Risk) [0 Grants Speclallst=GS 12 and below (Low Risk)
[} RCRA Comrective Action Officer (Moderate Risk) [ Grants Speciallst-G5 13 and above {Moderate Risk)
{0 Inspector (Moderate Risk) 0 Attorney (Moderate Risk)
[ Criminal Investigator (High Risk) () Deputy Divislon Diractor (High Risk)
Grants Project Officer (Moderate Risk) O Supervisor of High Risk Emplayees (High Risk)

] Contract Project Officer (Modarate Risk)

Directions for Quastions 1-13: Answer o/l "Yes/No " questions. For questions answered "Yes,” check all ltems that apply. Where explonation is
requested, attoch additional pages if needed.

{1) Requires access to classifiad or cansitiva Information or matarials: Yot 0 Ne ()

O Secrer [ Other Information that If compromised could cause harm
[ Top Secrat 0 Audies

[ Persanally identifiabla Information O investigations

2 Proprietary Information 0 EPA financial resources/records

O Confidential buginess Information
Hazardaus or dangerous materlal (nuclear, blological, or cherical) Yes O Ne(D
What hazardous materlais are involved?

(2) Makes final decislons or authoritative recommendations, including ones that may have a direct effect on health and safety:
Yas[J Ne (O

(3] Supervision level recelvad: Work s reviewed:
O Close supervision ] While In progress
O General suparvision O Only after complation

[ Administrative only

Administrative controls arg In place: Yes[] No[]

What are they?
(4) Obligates the Agency to take action or to spend funds. Yes [ No(J)
What actions?

What amount of funding?

What s the financlal limit?

EPA Form 1480-95 Continued on Page 2
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FES EVALUATION

Proposed TSG : Environmental Protection Specialist, GS-028-12
Location; Reg 1, Office of Ecosystem Protection, Grants, Tribal, community &
municipal Assistance Branch, 90121840:

REFERENCES:

a) Environmental Protection Specialist, GS-028, 3/95
SERIES DETERMINATION:

The incumbent will provide direct administrative and program support to environmental
program activities of the Laboratory. These duties match those described in the GS-028 series.
Positions carrying out the duties as described in the position are titled Environmental Protection
Specialist and the position is so assigned.

FES GRADE DETERMINATION:

In comparing the duties of this position to the classification standard, while there are
some variations, the overall duties and scope of the position closely parallel those described in
the benchmarks at the GS-12 level. A summary of factor level findings is presented below:

Factor/Level Points
I. Knowledge Required: 1-7 1250
II. Supervisory Controls: 2-4 _450
IT1. Guidelines: 3-4 450
IV. Complexity: 4-4 225
V. Scope and Effect: 5-4 228
VI. Personal Contacts: 6-c _
VIIL. Purpose of Contacts: 7-3 _180
VIIL.Physical Demands: 8-1 5
IX. Work Environment: 9-1 _~

2790 = GS-12

FINAL CLASSIFICATION/FLSA DETERMINATION:
Environmental Protection Specialist, GS-028-12 FLSA: Exempt

Chris Hoskins HRS Date:1/26/2010
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e Environmental Protection Specialist GS 11
4. SUPERVISOR'S
RECOMMENDATION
5. ORGANIZATIONAL TITLE OF POSITION (if any) 6 NAME OF EMPLOYEE
Kwabena Kyel-Aboagye
7. ORCANIZATION (give complele organizational broakdown) _
5 US ENVIRONMENTAL PROTECTION AGENCY 0 Yoy /21O
p. Office of Ecosystemn Protection i
. Grants, Tribal, Community and Munlcipal Assistance Bra | ¢
¢ Grants, Tribal and Community Programs Unit R ———

f. SUPERVISORY/MANAGERIAL DESIGNATION _

D (5] First or Socond lavel supervisor: An individual who performs suporvizory werk and managerial racponsibillties that raquira accomptishment of work through combined tachnlcal
and administrativa diraction of otfars and mests the requiraments far coverage as described in the General Schedule Supervisary Gulde,

[J ™1 Anindwidual (a defined in Sectica 7103(a)(10) of Tite V of the U.S. Code) who s authorized to hira, direct, nosign, promote, reward, transfar, lay off, suspend, discipiine, or

remove one or !I:::‘ra employees, or effectively recommend such action. The exercise of this respensibility Is not routina or derical in nature, bul requiras the consistant axercise

of Independent judgment.

[:] [M] A manager who directs the work of an organization; is accountable for the success of fine or staff peograms; monitors, ovoluates, and adusts program activities, and performs
tho full ranga of duties outlnad In the Genoral Schadule Suporvisory Guide. May also Inciudo deputes who tully share responsibility for managing the organization or who serve

as an alter ego lo tha managar.

D [B] A management oficial (as defingd in Section 7103(a)(11) of Tille V of the U.5. Code) who formulates, determines er Influences an organization's policies. This means craating,
establishing, of prasedbing ganral principlag, plans, ar courses of actlon for an organization; or bringing about a course of action for the organization. Management officials
must actively participata In shaping the omanizalion's policies not Just Intarprat laws and regulations give resource information or recommendations or serve B3 experts of highly
trained professlonals who implement or interpret the organization's policles and pians.

[:] [T] “Team Leader” This position meels the requirements for coverage under Pert Il of the General Schedule Leader Grada Evaluation Guide,

BZ1 N]  None of the above applies. This is a non-supervisoryinon-manageriat position.

9 SUPERVISORY GERTIFICATION | cartify that thie |s an accurats statement of the major dutias and rosponsiblities of this position and Its organizational rafationships and that the
position is necessary fo camy out govermental functions for which | am responsibla. The certification is made with the Kknowtedge that this information s to be used for statutory purposes
relating to appoinimant and payment of public funds, and that falso or migleading stataments may constituta violations of such statutes or their implementing raguiations.
a. Typad Name and Title of Immedlats Supsrvisor d. Typed Name ond Title of Second-Level Supervisor

Kristi N. Rea, Chlef- GTCP Unit Ken Moraff, Deput eptoR

s NV 29 ' it e

10. OFFICIAL CLASSIFICATION CERTIFICATION '

Tﬁ This position has no pramotion potantial. Qll—rgslﬁm s;ﬁ:d:&ai a8 L}::{amrv:m m:‘n‘dnwfnbg\:: b. Falr Labor Standards Act c me?nal Code
gﬂ\di‘mupamil to ;',’r;ml‘ g™ {_;g“, 2. ﬂ Nonaxampt D Exompt A/ e
d. Bargaining Unit 0. Chack, if applicable: f. Bignature g-Dals
o E Medical Monltoring Raqulred / ’ / 'IIIZ 6 /./b / B,
OD / , D Extramurl Resources Management Duties { % of timo) ( {., N _ /
[ s postion Is subject to random drug testing ( ] '

11.REMARKS STATEMENT OF RIFFERENGE

FRL: 2~
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STATEMENT OF DIFFERENCE GS-11
(2 grade interval series)

This is a statement of difference to the full performance position identified on the cover
sheet. The incumbent of this position will function at the GS-11 level until all legal,
regulatory and administrative requirements which permit promotion to the next higher level
duties are met. Promotion to a higher level is neither mandatory or automatic upon
completion of these requirements. Management retains the right to determine when the
incumbent is qualified for the next higher grade. All duties and responsibilities in the next
higher level position are assigned to the incumbent of this position with the following
amendments:

The incumbent will work under the direction of the supervisor who broadly outlines the
purpose of the work and possible complex problems involved. Incumbent is responsible for
independently developing approaches and solutions to problems encountered. The
supervisor is available in situations involving controversial or policy questions. Work is
usually carried to completion independently, technical correctness of, calculations,
analysis, and techniques are normally accepted. Applies judgment in adapting standard
guidelines and in applying analysis practices to new situations and problem areas.



